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Ctrl+Click on URL to View Link 


Office 365 Basics 
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Office Planner Basics 


Create a Plan 
Manage Tasks 
View Plan and Get Updates 


Plan an event 


What is OneDrive? 
Getting Started with OneDrive for Business 


OneDrive basics 


MS Teams Basics 


Sign in and get started 

Chat and share files 

Collaborate 

Welcome to Microsoft Teams 

Get your team up and running 
T14 

T19 
OD5 






| 114 | Tip: Send email to a channel 


Create instant meetings with Meet now 


OneDrive Advanced 


| ls | 
| ODS |Createfilesandfolders 
| OD6 [Share OneDrive files andfolders 


Page 1 












0365 


OD13_~ =|Manage files and folders in OneDrive 
OD14 =‘ |Upload files and folders 
OD15 {Create files and folders 


OD16 Delete and restore files in OneDrive 
OD18 Share files and folders with Office 365 
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Office Planner Advanced 
Support customers 
Pp 


Sra ss | 

| PS [Trackaprocess 
S| 
Se) 
| 110 


Collaborate using Microsoft Planner 
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MS Teams Advanced 
T9 


Add tools with tabs 
Tip: Turn a file into a tab 


| Go-to guide forteamowners EE 

T10__| Organize yourteamslist__— 

| 111 | Overview ofteamsand channels IE 
| 112 | ShowandHide Channels EE 
| 113 | Workinchannels EE 
| 115 | Create andformatapost_ 


Manage meetings : 
F 


F 

Use the command box : 
Filter your activity feed F 
F 


Manage notification settings 
Apps and Services F 


Other Helpful Links 
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